
 
 

DTS ITSM 7 Quick Reference Guide 
 

Accessing the DTS ITSM 7 Service Request Management System will allow you to create, view, update, 
modify, cancel, open requests on behalf of others, or re-open your own service requests. 
 

More detailed information is available in the Remedy Web Instructions. 
 
Logging in 

 
• Launch Internet Explorer. 
• Enter WWW.DTS.CA.GOV 
• Select “24/7 Service Desk”. 
• Select “ITSM Service Request Management System 
• Click on the Sign In link 
• Enter your email address and password on the login screen (password is case sensitive) 

 
 
Submitting a Request 

 
• Click “Request Entry” 
• Select a Service Category 
• Select a Service and click on the “Request Now” button 
• Populate fields 
• Click “Submit” 

 
 
Viewing a Request 

 
• Click “Request Entry” 
• Select a link from the Submitted Requests Navigation Pane located on the left side 
• Highlight a request 
• Click “Request Details” 
• Click “Activity Log” link at the top of the form 
• Click on entries to view each individual update 

 
Updating a Request 
 

 
• Follow the steps to Viewing a Request. 
• Click “Add” in the Activity Log. 
• Enter a brief description in the Summary and detailed information in the Notes fields. 
• Click “Save”. 

 
 
 

If you need assistance or authorization to use this system, contact the DTS Service Desk at 
(916) 464-4311 or you can send an email to: DTSHELP@DTS.CA.GOV .   
 

When calling or emailing the DTS Service Desk, please include the Request ID. This will assist in 
retrieving and troubleshooting your request. 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


